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Dear Hiring Manager, 
 
 

I have recently become aware through a friend of mine about a legal runner/staff position 
available at Jansen & Davis. I have spoken with Rob Sniffen, an attorney at Sniffen & Spellman, 
who is a good friend of Tim Jansen’s and he has recommended me for the job opening. My name 
is Michael Shapley and I currently attend Florida State University. My degree is in Information 
Communication & Technology and I am planning to attend law school after I graduate. I am very 
interested in this position because I have my eyes set on going to law school, and criminal 
defense law has always been very intriguing to me over time. I have great experience working 
for a law firm and in a professional environment because I worked as a runner at Hopping Green 
& Sams for four years. Being born and raised in Tallahassee, it is well known that Jansen & 
Davis is one of the finest law firms in the state of Florida when it comes to criminal defense.  

 
Throughout my four years working at Hopping Green & Sams I learned many important 

skills that are necessary in the legal business world. In my time at Hopping Green & Sams I 
planned and coordinated events, provided logistical support, performed office repairs, helped 
transport confidential documents and mail, greeted clients and scheduled appointments in person 
and by phone and substituted as office receptionist when needed. In conjunction with Office 
Managers and Executive staff, I provided effective management of daily operational tasks and 
logistical support for the law office. I successfully organized and planned firm meetings, outings 
and trips. I was also able to provide clerical and computer support as requested. 

 
I have included my resume and would be happy to welcome an interview to further 

discuss this opportunity with Jansen & Davis. Thank you so much for your time and 
consideration, please let me know if you need any additional information from me and I will be 
happy to give it to you as soon as possible.  

 
 
Sincerely,  
 
 
 
Michael Shapley  
 
 
 
 
 
 



MICHAEL	SHAPLEY	

212	West	1st	Ave	|	Tallahassee,	FL	32303	|	850-294-8961	|	shapley2222@gmail.com	

OBJECTIVE	 	

To	obtain	an	entry	level	law	clerk/paralegal	position	with	a	professional	law	firm.		 	

EDUCATION	 	

Bachelor	of	Science	
Florida	State	University	

EXPECTED	
GRADUATION:	
AUGUST	2018	

• Major:	Information	Communication	&	Technology	

• Minor:	Business/Pre	Law	Studies	

• Current	GPA:	3.25	
• Planning	and	preparing	for	Law	School	attendance	after	graduation.		
• Captain	of	the	Maclay	Football	Team	in	high	school.	

• Currently	elected	by	peers	to	be	Captain	of	Intramural	football	and	basketball	teams	at	FSU.			
• Outstanding	communicator	who	can	relate	in	a	highly	professionally	manner	to	clients	and	staff.	

• Ability	to	effectively	communicate	with	peers	and	coworkers	to	inspire	team	to	perform	at	a	superior	
level.	

• Exhibit	a	highly	positive	and	optimistic	attitude	at	all	times	and	promote	a	collegial	work	
environment.	

	

	 	

WORK	EXPERIENCE	 	

Hopping	Green	&	Sams	P.A.	
• Facilitate	daily	tasks	for	the	office	manager,	staff	and	attorneys	to	assist	in	meeting	their	respective	

needs.		

• Plan/coordinate	events,	provide	logistical	support,		perform	office	repairs,	transport	confidential		
documents	and	mail,	greet	clients	and	schedule	appointments	in	person	and	by	phone	and	substitute	
as	office	receptionist	when	needed.	

• Completion	and	timely	delivery	of	important	and	complex	print	and	copy	jobs.	

• Responsible	for	transporting	attorneys	and	clients	to	important	destinations	meeting	mandatory	
time	frames.	

• Currently	senior	member	of	the	legal	runner	support	team	at	Hopping	Green	&	Sams	PA.	

• Provide	training	and	leadership	for	the	newer	members	of	the	team.	

• In	conjunction	with	Office	Managers	and	Executive	staff,	provide	effective	management	of	daily	
operational	tasks	and	logistical	support	for	a	professional	law	office.	Successfully	organize	and	plan	
firm	meetings,	outings	and	trips.	Provide	clerical	and	computer	support	as	requested.		

OCTOBER	2015-
PRESENT	

Southern	Seafood	Market	 	
• Retail	clerk	responsible	for	serving	customers,	keeping	the	seafood	stocked	and	fresh	and	

maintaining	compliance	with	OSHA/FDA	food	safety	standards.	

• Responsible	for	providing	excellent	customer	service	at	all	times.		

JUNE	2013–
OCTOBER	
2015	



• Required	to	use	the	cash	register	and	credit	card	processing	system	and	transport	daily	earnings	to	
management.		

• Facilitated	the	daily	requests	for	Manager’s	respective	needs.		

	

	
 


